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Administrative Assistant - Job Description 

 

Job Title:    Administrative Assistant 

Contract:  25 hours per week 

Responsible to:  Administrator 

Responsible for: No line reports 

Salary Range:  £20,550 Full Time Equivalent – pro rata salary is £14,730 

Location:  It is anticipated this role will be a blend of working in the office and home working 

and will be reviewed in light of Scottish Government advice as it develops. Our 

office is at Norton Park, 57 Albion Road, Edinburgh, EH7 5QY.  

 

The postholder will join a team whose vision is: 

 

• A world where disabled people and those with long-term health conditions have equal 

opportunity to take up employment and receive fair treatment in work. 

 

We help the people who come to us secure meaningful, paid and sustainable employment by: 

• Working with, and supporting, both jobseekers and employers 

• Working in partnership with funders and other organisations to effect positive change 

• Developing and using models of good practice in our everyday work.  

 

The Overall Purpose of the Role: 

The overall purpose of the role is to provide administrative support across the organisation, 

including collating and managing data that will support managers’ decision-making, fundraising 

and service delivery.  In particular, the postholder will assist in the smooth delivery of training 

courses for employers, providing information and assistance to our Associate Trainers and 

training participants (35 – 40% of time). 

 

Stakeholder and Partnership Engagement 

 

1. Training Administration which comprises 35 – 40% of time 

Providing administrative support for the provision of training delivered by Into Work training 

staff. This will include co-ordinating with the team and employers, marketing, managing 

bookings and the training calendar, updating training information and links, emailing timely 

information to participants and managing the training@intowork.org.uk email account. 

Supporting trainers with the production of training materials and other resources required for 

the delivery of training courses and services. 

Supporting training participants, including those with individual needs for example, relating to 

access to venues or information accessibility.  Communication is expected to be by phone, 

video calls, email and face-to-face. 

Preparing, distributing and collating pre-training information and training evaluation forms 

and reporting back to the training team. 

 



Into Work Job Description July 2022 

 

 

 

2. Policies Procedures and Templates Administration  

 

To be responible for the creation, maintenaince and distribution of policy and procedures 

handbooks using material from existing policies and templates, to include Employee policies, 

Health and Safety, Client management, Finance and Governance. 

 

3. Collating and Managing Data 

 

To collate, update and maintain lists of stakeholders in accordance with GDPR requirements.  

Lists should include clients, community agencies, partners, allies and other supporters, 

fundraisers, local and national government and business contacts and suppliers. 

 

To create and manage the distribution of surveys as a method of collecting data and analyse 

results to create reports which communicate data in line with our infographics and marketing 

standards. 

 

To create and manage information requests and prepare reports to distrubute responses and 

results. 

 

To assist in identifying gaps of information from reports and suggest mechanisms to fill the 

gaps. 

 

To collate and present information for funders. 

 

4. Marketing and Administrative Support 

 

To work alongside the Marketing Officer to promote training intiatives, providing content, 

stories and other points of interest, to support marketing intiatives and events.  This will 

involve collaboration with the Lived Experience Team and the Marketing Officer to provide 

content, share stories and promote the organisation, services and training initiatives. 

 

To provide administrative support to other colleagues, as required. 

 

 

5. Project Team Suport and Monitoring which comprises 35 – 40% of time 

 

To be the first point of contact for telephone and personal enquiries, recording referrals, 

providing clients with information, guidance and advice about Into Work. 

 

To attend weekly team meetings. 

 

To take minutes at meetings and hearings when required. 

 

Quality Assurance and Performance Management 

1. To ensure that all information files (digital and hard copy) are filed, following IT protocols 

including GDPR requirements. 

2. To provide administrative support to all staff including scanning, photocopying and 

despatching of mail and other deliveries.  Administrative support will require the use of Office 

365, Microsoft applications (including TEAMS and Forms), Zoom and other bespoke software 
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platforms (Helix) which underpin our administrative processes. 

3. To provide support with telephone and email enquiries. 

 

Governance 

1. To assist with the production, preparation and distribution of Board and Committee papers. 

2. To take minutes at meetings when required. 

 

General: 

• To promote and undertake all work activities in line with Into Work’s values. 

• To attend and contribute to team and organisational meetings as required. 

• To comply with Into Work policies and practices, following procedures as required. 

Other: 

The above is not an exhaustive list of duties.  You will be expected to perform different tasks as 

necessitated by the role.   

The particular duties and responsibilities attached to posts may also be varied without changing 

the general character of the duties or the level of responsibility entailed.  Such variations are a 

common occurrence and would not themselves justify reconsideration of the grading. As a result 

of such variations, it may be necessary to update this job description from time to time. 

 

Line Management: 

The Administrative Assistant reports to the Administrator with regard to day-to-day work activities.  

They will receive guidance from the Training Lead on training needs and activities. 

  

 

Person Specification: 

 

 

Essential Skills and Experience: 

1. To be confident and competent in the use of Office 365 in order to be able to produce, edit, store 

and share documents. 

2. To have good interpersonal skills to communicate effectively with colleagues, training participants 

and stakeholders and be able to communicate with positive impact, independently and 

confidently, by phone, video calls, email and face-to-face. 

3. To have experience or an interest in preparing and analysing surveys and other data collection 

tools in order to be able to collate and manage data. 
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4. To be able to organise tasks, documents and workspace in order to be able to deliver work 

required in the time allocated. 

5. To show empathy and understanding of the organisation’s aims and objectives and support the 

initiatives and projects that are key to the work of the organisation. 

6. To have had administrative experience or be able to show an aptitude to providing administrative 

support. 

7. To be able to work with light touch supervision. 

 

 

 

 

 

 

 

 

Essential      Desirable 

Qualifications 

and 

Knowledge: 

 

Knowledge of the administration role to 

support the efficiency and effectiveness of 

an organisation and its service delivery.  

Some administrative experience preferably 

in an office environment. 

 

Knowledge & affinity to the voluntary 

sector / charities / Local Authority and 

Scottish Government Funding Environment 

(procurement, contracts, grants, service 

level agreements).   
Skills: 

 

IT literate and software skills with Microsoft 

Office: Word, Outlook and Excel,  

 

Ability to learn and adapt to new software 

systems. 

 

Good standard of verbal and written skills 

(to draft reports, letters, procedures). 

 

Ability to work independently, self-organise 

and record work with light touch supervision. 

 

Ability to handle competing priorities, be 

systematic and make common sense- 

decisions, exercising discretion. 

 

Accuracy and attention to detail. 

   

Personal qualities to maintain & sustain key 

contact relationships. 

Able to access and implement IT support. 

 

Maintaining website and social media. 

 

Working with colleagues and collaborating 

on projects. 

 

Good telephone skills. 
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Experience: 

 

Working in an office environment.  Previous experience or interest in working 

as an Administrative Assistant. 

 

Previous experience or affinity with the 

voluntary sector environment.  

Other: A commitment to support the future success 

of Into Work, our aims and values. 

An understanding of the issues facing 

disabled and neurodivergent people and 

those with a long-term health condition. 

 


